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Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will show you how to manage inventory issuances and restock in Cardinal.



Introduction

-

CARDINAL

In the Cardinal Overview course, you learned that the
Procurement functional area of Cardinal is composed of
four modules.

Purchasing
The Purchasing module involves the buying of goods and
services and the processing of requisitions.

eProcurement

The eProcurement module provides web-based
Procurement, similar to an online shopping cart
experience, for users requesting goods and/or services.

Strateqgic Sourcing

The Strategic Sourcing module allows end users to
create and award bids/proposals to purchase orders or
contracts.

Procurement Contracts

The Procurement Contracts module builds, manages,
and archives all Cardinal contract related information.
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Course Objectives

CARDINAL

After completing this course, you will be able to:
» Describe key inventory issuances and restock concepts.
» Describe the overall inventory issuance and restock process.

« Explain how inventory issuance and restock processing integrates with other Cardinal modules and interfaces with
external systems.

» Create an issuance requisition.

» Generate requisition issuance journals.

» Create and cancel restock requisitions.

» View restock purchase orders.

» Create and cancel restock receipts.

« Handle a Web Inventory Management System (WebIMS) lockdown error.
« Handle a WebIMS down error.

» Describe the key queries.

Assessment questions at the end of each topic and/or lesson will check for your understanding.



CARDINAL

Agenda

Today, we will cover the following lessons:

Lesson 1:
Lesson 2:
Lesson 3:
Lesson 4:
Lesson 5:
Lesson 6:

Understanding Inventory Issuances and Restock
Inventory Issuance

Restock

Manual Maintenance

Inventory Issuances and Restock Queries

Inventory Issuances and Restock Hands-On Practice



Lesson 1: Understanding Inventory Issuances
and Restock

In this lesson, you will learn about the following topics:

+ Key Concepts

Procurement Process

» Integration and Interfaces



Key Concepts

CARDINAL

Some key concepts in inventory issuances and restock include:

In Cardinal, a WebIMS-related requisition is entered on the same page as a regular requisition. A WebIMS Req
Type dropdown is available to choose the Issuance Type. A WebIMS tab is available on the Requisition page,
which is used to create inventory issuance and restock requisitions.

In Cardinal, WebIMS-related sales to outside agencies are manually billed to the agency.
Issuance requisitions are used to issue inventory items.
An issuance requisition interfaces directly with WebIMS and is not sourced to a PO or sourcing event.

WebIMS issuance requisitions will be set immediately to Approved upon clicking the Submit for Approval button
by the Storekeeper.

Storekeepers have the ability to create issuance and restock requisitions only for their assigned locations.



Procurement Process

CARDINAL

In the Procurement Overview course, you learned that
the Procurement Process in Cardinal defines how goods
and services are purchased in Cardinal.

Key sub-processes in the Procurement Process include:

Maintain Iltems

Enter and process requisitions
Enter and maintain contracts
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Procurement Process (continued)
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Procurement Process (continued)

CARDINAL

Enter and Process Requisitions

The normal process for entering and processing requisitions involves creating a requisition, creating a sourcing event (if a
contract is not already in place) or sourcing the requisition to a purchase order, editing a requisition and cancelling a
requisition.

In this course, we will concentrate on the WebIMS process, which deals with requisitions related to WebIMS issuance and
restocking of inventory. Using Cardinal, the Storekeeper creates an online requisition for issuance and restock
transactions. Completed WebIMS issuance requisitions automatically journal generate to General Ledger.

10



CARDINAL

Enter and Process WebIMS Inventory Issuance-
Related Requisitions

When users need stock from the WebIMS system, they
can contact the designated Storekeeper for their location
to complete this request. The process is as follows:

» Using Cardinal, the Storekeeper creates an online
requisition with one of the following requisition
types: Inv Issuance, WIP, External Sales —
State Agency, or External Sales — Non State
Agency.

* The Storekeeper manually sets the requisition to
an Approved status by clicking the Submit for
Approval button. Cardinal creates a Requisition
ID specific to each request.

« After the requisition is Approved, the user clicks
the Validate WebIMS button to interface with the
WebIMS system and DOC ID is generated. The
order is then fulfilled and the WebIMS system
inventory is decremented.

Procurement Process (continued)
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Procurement Process (continued)

CARDINAL
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Procurement Process (continued)

-

CARDINAL

Enter and Process WebIMS Inventory Issuance-Related Requisitions (Continued)

The requisition is automatically marked Complete and can then be journal generated to General Ledger by the
batch process.

If the goods are not available, a message indicates how many items are available for issuance. The Storekeeper
has two options:

1. Modify the requisition quantity to match the inventory quantity available in WebIMS. This will cause the
requisition to be fulfilled as an issuance requisition.

2. Cancel the requisition line.
An inventory issuance requisition line cannot be cancelled if the requisition has a status of Complete.

Note: If there is a discrepancy, the Inventory Manager needs to be contacted to resolve the issue.

WebIMS issuance requisitions, when complete, journal generate to the General Ledger module.

Other requisitions (restock and regular requisitions) result in the creation of a purchase order, receiver, and voucher
so there is no direct integration point required with General Ledger.

13



CARDINAL

Enter and Process WebIMS Restock Requisitions

When users need to replenish/reorder inventory, a
Restock requisition is created. These requisitions are
processed in the same fashion as a regular requisition,
except the chart of accounts distribution is not
available for edit. The process is as follows:

» Using Cardinal, a Requestor creates an online
Restock requisition.

« Cardinal creates a Requisition ID specific to
each request.

» After the requisition is Approved, it is
forwarded to the Purchasing office for
processing.

« If the items are on contract, a purchase order is
generated from the contract. If the items are
not, a sourcing event is created and either a
purchase order or contract is generated.

» Upon Receipt of the goods, the WebIMS receipt
information is transferred and a DOC ID is
created. The WebIMS system inventory is
incremented.

Procurement Process (continued)
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Procurement Process (continued)

CARDINAL
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Integration with General Ledger

Some requisition types involve direct interaction with the
General Ledger module and some requisitions types do
not.

The requisition types that directly integrate with General
Ledger include:

« External Sales — Non-State Agency
« External Sales — State Agency

* Inventory Issuance

« WIP

These requisitions do not result in the creation of a
purchase order; therefore, the General Ledger module
must be updated directly from the requisition. Once these
requisitions are saved, approved, and completed, they
automatically journal generated to General Ledger in a
nightly batch process.
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Integration and Interfaces (continued)

-

CARDINAL

Integration with General Ledger (Continued)
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Integration and Interfaces (continued)
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Integration with Project Costing
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Integration and Interfaces (continued)
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Integration and Interfaces (continued)
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CARDINAL

Interfaces with WebIMS

Requisition processing also interfaces daily with an
external system:

* Inbound Interface: When processing an issuance PCard Issuer
or a restock requisition, a Storekeeper can issue Transactions
or order items from WebIMS. When this occurs,
WebIMS sends a notification to the Storekeeper l
alerting them of the acceptance of the order, and eVA \ / .
SiteManager

the order number. WebIMS updates its inventory
system. Cardinal interfaces with WebIMS at the
requisition line level and at the receipt level,
depending upon the type of transaction.

» Outbound Interface: Cardinal sends requisition
issuance information to WebIMS on a daily basis.
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Lesson 1: Checkpoint

CARDINAL

Answer the review questions below:
1. The is able to issue WebIMS stock, order replacement stock and receive replenishment stock.
2. In Cardinal, a WebIMS-related requisition can be entered on the same page as a regular requisition. True/False?
3. In Cardinal, WebIMS-related sales to outside agencies are manually billed to the agency. True/False?

4. When creating a requisition for WebIMS-related items, if goods are not available, the Storekeeper has only one
option: Modify the requisition quantity to match the inventory quantity available in WebIMS. This will cause the
requisition to be fulfilled as an issuance requisition. True/False?

21



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

» The Procurement functional area is composed of the following modules Purchasing, eProcurement, Strategic
Sourcing, and Procurement Contracts.

* When users need to purchase goods stocked in the WebIMS system, they can contact the designated Storekeeper
for their location to complete this request.

* Some requisition types directly integrate with General Ledger and Project Costing.

22



Lesson 2: Inventory Issuance

CARDINAL

In this lesson, you will learn about the following topics:

Creating Inventory Issuance Requisitions
Generating Requisition Issuance Journals

23



Creating Inventory Issuance Requisitions

CARDINAL

A requisition is composed of multiple parts.

The WebIMS Req Type must be determined first and foremost.
A Requisition Name may be inserted as a reference, or will default in the Requisition ID when saved.

The Header section contains:
* Requester
* Requisition date
« Origin
» Defaults, Comments, Activities and Related Documents links

The Line section of the requisition contains the following information:
» Details (description of the line item)
* Ship to/due date
« Status
* Vendor information
* Item information
« Attributes
« Contract
« Sourcing controls
WebIMS (WebIMS tab is used solely by the Storekeeper to manage WebIMS requisitions)

A requisition should have a separate line for each different item requested. 24



(continued)

Creating Inventory Issuance Requisitions

Favorites = Main Menu > Purdlas‘ng > Requ§tions > Add/Update Requisitions

Maintain Requisitions

@ New Window (@ Help |

Requisition
Business Unit: 50100 *WebIMS Req Type lRegular 'I Status:
Requisition ID: 0002058838

[0002058838

Requisition Name:

™ Hold From Further Processing

«
X

Open

[5] save [Gh ReturntoSearch |[=] Notify | %> Refresh

*Requester: [ROBIN.REID @, Reid, Robin J. Reaquisition Defaults

(VDOT) Add Comments
*Requisition Date: 06/19/2013 ) Requester Info Requisition Activities

; Document Status
Origin: [ONL @, Online Input ocument Status
’currency code: IUSD DO"aI’ PUTTUUIL QUunIBRary

Total Amount: 823.30 USD
Add items From Select Lines To Display
Purchasing Kit Catalog Line: @, To: ¢
ine: To: Q@ Retrieve
ltem Search Requester items
view AN B8 mg Kl qopg I aa
Ship To/Due Date | Status | Vendor information | Reminformation |  Attributes | Contract || Sourcing Controls || WeblMS
Line Item Description Quantity *UoM Category Price ‘I::‘r::::ldise Status
1 R (7754577327 @, [SALT, SODIUM =& & (100000 | [LTN@, 7754577 82.33000 823.30 Open Cm B =3
View Approvals *Go to: |..More... ~|

E-Add| | UpdateDisplay
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Creating Inventory Issuance Requisitions
(continued)

Another part of the requisition is the Schedule Fovgtes Man Hens - Pucipang » Reaugions . AaalUpise
information. This section of the requisition defines when

. . Requisition
and where you want the item delivered. In the case of St I |
WebIMS issues, it identifies the Ship To location which ettt 5 e
is the location the stock is issued from.

Status: Open & X

&0 New Window (D Help ||

*Requester: ROBIN.REID ‘@, Reid, Robin J Reguisition Defaults
(vDOT) Add Comments
“Requisition Date: 061972013 B Info Activities
Origin: ONL @, Online Input Document Status
O | Amount Symmary |
- . . *Currency Code: USD Dollar
You can navigate to this page through the following path: o Amoun:
Purchasing Kit Catalog o | a To: [ @ Reliove
ltem Search Requester ltems : o K
H > H > H T+ > m Ship To/Due Date | Status  Vendor information | Reminformation || Attributes || Contract | Sourcing Controls | WeblMS.
Main Menu > Purchasing > Requisitions . e e e o
Ad d/U p d a‘te Req u | S |t| ons. 1B [7754577327 @, [SALT, SODIUM =7 100000 | [LTN@ 7754577 8233000 82330 Open Com B m=
View Approvals *Go to: More. b
() save | (Gh Returnto Search =] Notify =& Refresh (Lh-Add | | £ UpdateDispiay
Favorites - Main Menu > Purchvasmg > Reqmgmons > Add/Update Requisitions
{0 New Wind
Maintain Requisitions
Schedule
Business Unit: 50100 Requisition Date: 06/24/2013
Requisition ID: NEXT Status: Open
Return to Main Page
1 Item: 7754577327  SALT. SODIUM CHLORIDE, FOR ROAQuantity: 10.0000 Longton Merchandise Amt: 823.30 USD
us
customize | Find | View Al B | 2 irst Kl 4071 1 Lot
Sched *ShipTo Quantty  Price lakL st Due Date Attention To Status

Amount

1 B [accomc@, =1 [10.0000 5233000 82330 5 [Reid, Robin J.(J | G Active &=

Add Ship To Comments

Save  [Z] Notify | [ Refresh [Eh Add| | 5] Updatemisplay
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Creating Inventory Issuance Requisitions
(continued)

y -
CARDINAL

Favorites | Main Menu > Purdlas'ng > Requ'gitions > Add/Update Requisitions

& New Window (D Help ||
Maintain Requisitions

REQUiSitiOﬂ
Business Unit: 50100 *WebIMS Req Type IRegular fl Status: Open ™ X
Requisition ID: 0002058838
Requisition Name: [0002058838 I Hold From Further Processing
v Header
sRequester: [ROBIN.REID @, Reid, Robin J. Requisition Defaults
(VDOT) Add Comments
*Requisition Date: W [YRequester Info Requisition Activities
Origh: ONL @, Online Input Document Status
*Currency Code: USD Dollar | Amount Sommary
Total Amount: 823.30 USD
Pur ing Ki log .
It:mdlsaes;rch t (R::lgau:ster tems H: [—Q e [—Q Roi

Ship To/Due Date

Status Vendor Information Rem Information Attributes Contract Sourcing Controls WebiMS

Line tem Description Quantity *UOM Category Price MI erch:tndise Status
1@ [7754577327 @, |[SALT, SODIUM = & [100000 | [LTN@ (7754577 82.33000 823.30 Open Qw I8 =&
View Approvals *Go to: [..More... H
[ill Save (P ReturntoSearch | [ Notify &3 Refresh. (Ch.Add| (] Updateisplay |
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Creating Inventory Issuance Requisitions
(continued)

The Ship To location is entered on the Schedule page. Click the distribution icon to enter a valid chart of accounts.

Favorites Main Menu > Purchasing » Requisitions » Add/Update Requisitions

Maintain Requisitions

LEI Mew Window

Schedule
Business Unit: 50100 Requisition Date: 06192013
Requisition ID: 0002058838 Status: Open

Return to Main Page

Find | View Al First B! 4of1 I Last

1 ftem: 7754577327  SALT. SODIUM CHLORIDE. FOR ROAQuantity: 10.0000 Longton Merchandise Amt: 82330 USD
Us
Customize | Find | View Al B | # First K1 4071 O st
-
R § . Merchandise .
Sched Ship To Cuantity Price Amout Due Date Attention To Status
1 B [sccomi@ | = [100000 | (233000 | 82330 ) [Reid, RovinJ. (v | Gz Jactive X =

Add Ship To Comments

5l Save (ot RetumtoSearch =] Notify ¥ Refresh

(B Adcl] = Updﬂt&n’[‘risplﬂ'_.r:
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Creating Inventory Issuance Requisitions

~3(continued)

CARDINAL

The distribution part of the requisition identifies the chart of accounts or budget used to pay for the selected items. The
distribution can be accessed by clicking the Schedule icon on the Requisition page, and then the Distribution icon on

the Schedule page.
Though the system allows for multiple schedules, there should be only one schedule per requisition line.
A line Schedule may have more than one distribution. Distributions determine which ChartField values the scheduled

amount will be charged against.
2 New Window Z)Help ._./ Customize Page &= http

Favorites | Main Menu > Purchasing > Requistions » Add/Update Reguisitions
Maintain Requisitions
Distribution
Requisition ID: 0002058338 Item: 7754577327 SALT, S0DIUM CHLORIDE, FOR ROA
Line: 1 Status: Active
Schedule: 1
Ship To: ACCOMC AHOQ ACCOMC AHOQ Quantity: 10,0000 LTH
*Distribute By: IOuantity' v[ Open Quantity: 10.0000
Merchandise Amt: 823.30 UsSD
SpeedChart: @, Multi-SpeedCharts
Details Asset Information
Distrjb Percent Quantity F:mount ~  GL Unit Entry Event Account Fund Program Department Cost Center Task FIPS Afset Agenc
1 Open [100.000C 10.0000 82330 50100, @, (5012550 |@, 041009, |GO9001 @, 10015 Q, (11120010 @, @, @ @,
OK Cancel Refresh
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(continued)

Creating Inventory Issuance Requisitions

Once the chart of accounts is entered, click on the Details tab to ensure that the correct stock location has been

entered.
Faxrtlr'rtes ’ Mainvrulenu » Purchasing > Requisiions > Add/Update Requisitions
2 New Windo
Maintain Requisitions
Distribution
Requisition 1D: 0002058838 Item: TTa4577327
Line: 1 Status: Active
Schedule: 1
ACCOMC AHOQ ACCOMC AHOQ Quantity: 10,0000 TN
Open Quantity: 10,0000
823.30 UsD

Ship To:
*Distribute By: | Quantity -]

Merchandise Amt:

1 Open 100.000C | 10.0000 |823.30

Ok Cancel Refresh |

SpeedChart: @, Multi-SpeedCharts
[ Details ||| Asset Information
Distrib Percent Quantity E;:;::I?: [t GL Unit Entry Event Account Fund Program Department Cost Center
@, (5012850 @, [o4100@, |g90001 @, [10015 @ 11120010 (@

50100Q, |

30




(continued)

| Creating Inventory Issuance Requisitions

Fa\rc;rites MainvMenu » Purchasing > Requisitions > Add/Update Requisitions

2 New Wind
Maintain Requisitions
Distribution

REQUISIHGI\‘: (1] DIJI:I:!:UE-BBBE MEXT Item: 1754577327

Line: 1 Status: Active

Schedule: 1
Ship To: ACCOMC AHQ ACCOMC AHQ Quantity: 10,0000 LN
*Distribute By: IOuanti’ry 'l Open Quantity: 10.0000

Merchandise Amt: 82330 UsD

SpeedChart: Qa Multi-SpeedCharts

am
Customize | Find | View &1 | B | 7

Chartfields | | (5100 | Asset Information

First K1 4 0f 1 I Last

- . . . - Open GL Base
Distrib Percent Location IN Unit Statistics Code Quantity Amount
1/0pen ||100.0000 ACCOMCAHQQ, | @ | @, 100000 82330  Dollar

0K Cancel Refresh
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Creating Inventory Issuance Requisitions

~3(continued)

CARDINAL

For WebIMS Issuance types, click on the WebIMS
tab and ensure the following:

* |tem must be a WebIMS item.

* Ship to field must be a WebIMS location and
be one that the Storekeeper is authorized for.

» Storekeeper should enter the WebIMS
Issued Date. The WebIMS Issued Date
indicates the date of the actual issuance from
WebIMS.

» Storekeeper must select or accept a WebIMS
Condition Code value (New defaults). The
WebIMS Condition Code displays the
condition of the item, which can have a value
of New, Obsolete, Surplus, Used
(Serviceable), or UsedUnserv
(Unserviceable).

Note: Regular requisitions are not related to
WebIMS.

Maintain Requisitions

Fa\fovrtes Main'Menu 3> Purchasing » Requistions » Add/Update Requistions
v v

@r-le-wmd-:w .2 Help J Cu

REQUiSitiOﬂ

Business Unit: 50100 *WebIMS Req Type
Requisition ID: 0002058838

Requisition Name: 0002058838
-
“Requester ROEIN.RED @, Reid, Ratin |

(vDoT)

“Requisition Date: 0619/2013 [5Requester Infa
Origin: ONL (@, Onling Input

*Currency Code: UsD Dollar

Purchasing Kit Catalog
ltem Search Requester ltems

Detais | Ship ToDueDate | Status | Vendor Information
Line Item Description

1 B [rrsasrraz Q, [sALT, S0DIUM

[3) save  [ah Retumto Search | |7 Notity | 4 Refresh

ttem Information

Status:

Open v X

I” Hold From Further Processing

Requisition Defaults
Add Comments
Requisition Acthities
Document Status

Total Amount:

Line: Q, To:

Aftributes || Confract

WebIMS DocID | WebIMS ltem ID

e

240006007

Post

82330 USD

WebiM$
Issued Date

Validate WebIM$

Validate WebIMS

L4 Add

HE
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Creating Inventory Issuance Requisitions
(continued)

Fa\rovr'rtes MainvMenu » Purchasing » Requisitions » Add/Update Requisitions

2 New Window @Help [,yCus
Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type I InvIssue 'l Status: Open ™ X
Requisition 1D: 0002058838
Requisition Name: |0002058838 I™ Hold From Further Processing

*Requester: ROBIN.REID @, Reid, Robin J. Eequisition Defaults

(vDoT) Add Comments
*Requisition Date: 06/19/2013 [JRequester Info Requisition Activities
Origin: ONL 2, Online Input Document Status
*Currency Code: UsD Dollar Amount Summary

Total Amount: 82330 UsD

Add Iltems From Select Lines To Display
Purchasing Kit Catalog Line: | @ To: | a IW|
ltem Search Reguester ltems ) ) e

C stomize | Find £ First Kl 1011 O Last

" Detaiz | Ship To/Due Date | Status || Wendor Information || ftem Information | Attributes | Contract || Sourcing Control

WebIM3

Line Item Description WeblM 5 Doc 1D WeblMS5 Item ID WeblM S5 Post Izsued Date

Validate WebIM3

1 [ (7754577327 @, [SALT, SODIUM = H 240006007 Post =l [oer2r2013[H) Validate WeblMS (=
View Approvals *Go to: I...MUI’E... j

5] save (o RetumtoSearch ] Nofify i Refresh

[Ev-add | | Undateisplay
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Creating Inventory Issuance Requisitions
(continued)

Processing Inventory Issuance Requisitions

Once all lines have been created and required fields are entered with valid values, the requisition can be saved for approval.

The requisition is set to Approved by the Storekeeper selecting the green check mark.

Favc;r'rtes Mainvl'l-'lenu » Purchasing > Requisitions > Add/Update Reguisitions
i - -

L.EI Mew Window @ Help
Maintain Requisitions

HCUE

Requisition
Business Unit: 50100 *WebIMS Req Type I“'l'v' lssue 'I Status: Open 4 b4
Requisition 1D: 0002058838
Requisition Name: |0002058838 I Hold From Further Processing
Regquester: |RDEIIN REID @, Reid, Robin J Requisition Defaults
VDOT) Add Comments
*Requisition Date: 06M9/2013 [FHRequester Info Reqguisition Activitias
Origin: ONL @, Online Input Document Status
Amount Summa
*Currency Code: IUSD Dallar 2
Total Amount: 823.30 USD

Add tems From Select Lines To Display

Purchasing Kit Catalo Line: | @, To: | @, Retrieve
tem Search Reqguester ltems '

Customize | Find | View A1 B | %% First 1 4 of 1 D Last
Details Ship To/Due Date Status Wendor Information ttem Information Aftributes Contract Sourcing Controls
WebIMS e —
Line Item Description WeblMS Doc ID WeblMS temn ID WeblMS Post  Condition lssued Date Validate VileblM S
Code
1B (7754577327 @, |[SALT, soDIUM == 240006007 Post | New =| |oBr21r201Z[5H) Validate WebIMS | Fl([=]
View Approvals *Go to: |..Wore... =

5] save | |Gt Returnto Search | [=] Notify | | Refresh |

L]

[Es-add]| [JE UpdateDisplay]
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Creating Inventory Issuance Requisitions
(continued)

Interfacing to WebIMS
Once the requisition has been approved, you need to check that WebIMS has enough stock for each item ordered. This is

done by clicking the Validate WebIMS button for each line in your requisition. Clicking this button checks WebIMS inventory

via the interface.

Favorites Main Menu > Purchasing > Requisitions > Add/Update Requisitions

1 Mew window  (Z) Help
Maintain Requisitions

E customi

Requisition
Business Unit: 50100 “WebIMS Req Type [invissue B status: Approved ¢
Requisition 1D: 00020585838
Requisition Name: [onoz058838 [ Hold From Further Processing

*Currency Code:

Drollar

IUSD

“Requester: ROBIN.REID @, Reid, Robin J. Requisition Defaults
VDOT) Add Comments

*Requisition Date: 06/189/2013 [HlRequester Info Eequisitiotns.-t‘\c;tivities

Origin: [onL @, 0nline Input Document Status

Amount Summary

Total Amount: 82330 UsSD
&, To: @, |

Add ltems From

Purchasing Kit Catalog

Line:
Iterm Search Reguester ltems

Retrieve

First KN 4 or1 D0 [ast

um
‘Customize | Find | Wiew 21| E | =i

Sourcing Controls

Details Ship TosDue Date Status Wendor Infermation tem Information Attributes Contract

WeblMS WebIMS
Line Item Description VeblMS Doc ID WeblMS term ID WeblMS Post Condition Is:ued Date Validate WebIMS
Code
_ SALT, SODIUM CHLORIDE, FOR -
1 7754577327 ROAD MAINTEMANCE SALT, 240006007 Fost Mew LI |DEJ’2‘I.I’20‘IE|EJ Walidate WebIMS | [l [ [=]
SODIUM CHLORIDE, BULK
View Approvals “Go to: |.-More... =1

save | [Sh Returnto Search | |[=] wotify | [&2 Refresh | [k ada | Update/Display:
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Creating Inventory Issuance Requisitions
(continued)

If Cardinal identifies that there is ample stock on hand to satisfy the request, a DOC ID is generated to identify each line in
the requisition.

WehiMS Document 1005 1000099038

[ 0K—||-Caneel-|




Creating Inventory Issuance Requisitions
(continued)

If Cardinal identified that enough goods are not available in WebIMS for any of your requisition lines, the Storekeeper
has two options:

» Adjust the line quantity to match the gquantity available in WebIMS: This option causes the requisition to be
fulfilled as an issuance requisition with one of the following requisition types: External Sales — Non-State
Agency, External Sales — State Agency, Inv Issuance, or WIP.

* Cancel the requisition line.

Note: If there is a discrepancy, the Inventory Manager needs to be contacted to resolve the issue.

WeblMS Return Errar Message : Insufficient Gty on Hand to complete
transaction 1000000163, The location 0521 has only 103 @ $9.31127 of
240008423H.

The PeopleCode program executed an Error statement, which has produced
this message.




{Creating Inventory Issuance Requisitions
(continued)

Once all of the lines have been satisfied (either by issuance or cancellation), Cardinal will automatically set the requisition to
complete. Click OK and the requisition will no longer be shown on the screen.

85 Requisition 501000002053833 has been setto complete status

0K || Cancel |




Creating Inventory Issuance Requisitions
(continued)

To view Complete requisitions and details at a later date, you can navigate through the following path:

Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions.

Favorites | Main Menu > Purchasing > Requisitions > Review Reguisition Inforrmation » Reguisitions
Requisitions
Customize | Find | View 100 | B | ##  First K1 19 24 of 200 I Last
: L L Requisition
Unit Requisition Requisition Hame Status Requester Req Date Total Amt
50100 0002048823 0002048823 Complete E‘,ED'-”S%N'C“'E 03/07/2013 1,268.55 USD
50100 0002048822 0002048822 Complete g}g%‘ﬁ”' Beverly | hain7i2013 10,468.89 USD
50100 0002048821 0002048821 Complet Johnson, D3/0TI2013 24411 USD
Sl lageel omplete Gwendolyn (VDOT) '

50400 0002048820 0002048820 Complete B‘]‘,'B%‘].I'_?' Rickey D2/07/2013 55411 USD
50100 0002042819 00020488190 Complete E%dg% Ronnie D2/0TI2013 12,452 12|USD
50700 0002048818 0002048818 Complete EfD”'tg%'lN'm'e 02/07/2013 528694 USD
Search

=] Notify |

[En




Generating Requisition Issuance Journals

-

CARDINAL

The Requisition Type determines how the requisition is processed through Cardinal and WebIMS. The Requisition Type
also determines if or when the requisition is journal generated to General Ledger.

POs are not created for WebIMS requisitions that have a requisition type of External Sales — Non-State Agency, External
Sales — State Agency, Inv Issuance, or WIP. Consequently, these requisitions automatically journal generate to General
Ledger in a nightly batch process once they are approved, and set to Complete.

For restock requisitions, journal generation is handled the same way as a normal PO. These requisitions do not directly
interface with General Ledger. Once the requisition is sourced into a PO and the PO is vouchered, the voucher distribution
processes to General Ledger via the normal AP to GL post process.
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P|Lesson 2. Simulation

You are now about to view a simulation on creating an inventory issuance requisition.

CARDINAL
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

* Aninventory issuance requisition is composed of several sections, the header, line, schedule, and distribution.

« If Cardinal identifies that the goods are not available in WebIMS for any of the requisition lines, the Storekeeper can
either adjust the line quantity to match the quantity available in WebIMS or cancel the requisition line.

* The requisition type (WebIMS Req Type) determines how the order is processed through Cardinal and WebIMS.
« POs are only created for WebIMS requisitions that have a requisition type of Restock.
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Lesson 3: Restock

CARDINAL

In this lesson, you will learn about the following topics:

Creating Restock Requisitions
Cancelling Restock Requisitions
Viewing Restock Purchase Orders
Creating Restock Receipts
Cancelling Restock Receipts
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Creating Restock Requisitions

-

CARDINAL

When it is time to replenish stock, the Storekeeper will create a requisition with a WebIMS Req Type of Restock.

» Arestock requisition triggers a restock of the WebIMS system by creating and dispatching a PO, following the normal
requisition to PO process.

* Restock requisitions must contain a valid NIGP number that is associated with a WebIMS item number and a valid
WebIMS location.

* Only a Storekeeper can create a restock WebIMS requisition and create a restock receipt for their assigned WebIMS
locations. Restock requisitions are approved via the normal requisition approval process.

» Restock requisitions do not directly interface to General Ledger. Once the requisition is sourced into a PO and the
PO is vouchered, the voucher distribution posts to General Ledger via normal Accounts Payable processes.

44



Creating Restock Requisitions (continued)

Creating a restock requisition is similar to creating a regular requisition. To create a restock requisition, you must
change the WebIMS Req Type to Restock, before any other data entry is made. The Chart of Accounts distribution

charge will default and cannot be changed. You need to enter the required information in the requisition header, lines,
schedule, and distribution sections.

You can navigate to this page through the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Favo_rrtes i Maln_Menu > Purchasing > Requisitions : Add/Update Requisitions
H - -

2] New Window @ Help
Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type IREStDCH = Status: Cpen =g
Requisition 1D: MNEXT
Requisition Name: | Copy From I Hold From Further Processing
- Header
*Requester: ROBIMN.REID @, Reid, Robin J. Reguisition Defaults
oWDOT) Add Commenis
*Requisition Date: 06/20/2013 [FlRequester Info Reguisition Activities
Origin: oML @, Online Input Amount Summary
*Currency Code: IUSD Dollar Total Amount: 82,330.00 UsD
Purchasing Kit Catalog
Item Search Requester tems
Customize | Find | view o0 B | 2 miat BN g apq 100 | 5at
Ship To/Due Date Status Mendor Information fem Information Attributes Contract Sourcing Controls VWeblMS
- e - b~ - Merchandise
Line tem Description CQuantity UomM Category Price [rmi— Status
1@ [7754577327 @, |[SALT, sODIUM =i #E [1.000.000 |[LTN@, 7754577 82 33000 82,330.00 Open [ )= =] e +] | [=

View Approvals *Go to: [--more... ~]

[E] sawe | [[=] Motity | [2% Refresh | [Elk Add | [ %] update/Display |

B custon|
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Creating Restock Requisitions (continued)

Favo_r'rtes Mainvl'v'lenu » Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

@ Mew Window @ Help Custon]

Requisition

Business Unit: 50100 *WebIMS Req Type I Restock :l' Status: Open 74
Requisition 1D: MEXT

Requisition Name: | Copy From I Hold From Further Processing
+ Header
*Requester: ’WQ Reid, Robin J. Requisition Defaults

*Requisition Date:
Origin:
*Currency Code:

Add [tems From

(VDOT)

06/20/2013 [ Requester Info
OML 2, Online Input

UsD Dollar

Purchasing Kit
lterm Search

Catalog
Requester ltems

Add Comments

Requisition Activities
Amount Summary

Total Amount: 8233000 USD

Customize | Find | view 21| B | 3 Frat B g1 T (aat

@505 ) ShipToMDueDate || Status | Vendor Information || feminformation | Attributes || Contract || Sourcing Controls || WeblMS | [F=b

. .- . . Merchandise

Line ltem Description Quantity *UOM Category Price Amount Status
1 7754577327 @, [SALT, SODIUM = B 1000000 [LTN@, 7754577 82.33000 82,330.00 Open

Qe E |EE

View Approvals

5 save :| [=] Netify ] [ Refresh :|

*Go to: I...MUFE...

[k Add| 3] UpdateiDispiay

46



Creating Restock Requisitions (continued)

Y
CARDINAL

Processing Restock Requisitions

Once all required information for the restock requisition is entered, you then:

Click the Save button to save the requisition. Upon saving, a requisition ID number is assigned.

Click the Submit for Approval check box. The requisition status changes to Pending and follows the normal
requisition approval process.

When the supervisor approves the requisition, the WebIMS item number, location number, quantity, and DOC ID for the
requisition are sent to WebIMS to update the quantity on order.

:avovr'rtes Main'Menu > Purcllasing = Requi_s'rtions » Addf/Update Requisitions

Maintain Requisitions

Requisition

[__El Mew Window @ Help

Business Unit:

=0100 “WebIMS Reg Type [Restock  El  status: Open B >
Reqguisition 1D: 0002058842
Requisition Name: |UUUEU53842

™ Hold From Further Processing

*Requester: |ROEIIN.REID @, Reid, Robin J. Reguisition Defaults
WDOT) Add Comments
*Requisition Date: 06/20/2013 [ Requester Info Requisition Activities
Origin: oML @, Online Input Document Status
*Currency Code: IUSD Drollar Amount Summary

Total Amount:
Add ltems From

82,320.00 UsSD

Purchasing Kit

Select Lines To Display
Catalog Line: I @, To: | @, | Retrieve ]
Iterm Search Reguester tems h
Customize | Find | View &1 B | 2= Fist Bl g of 4 D8 [ ast

Ship To/Due Date Status ‘endor Information Item Information Attributes. Contract Sourcing Controls WeblMS

. S - . . Merchandise
Line Htem Description Quantity uwom Category Price Amount Status

1B |[7rsasTiazT @, |[SALT, SODIUM == ER [1000.000] [T, Frs4as7T 82.33000 22,330.00 Open [y = ES ] [ [=
View Approvals *Go to: |...ru10re... v|

Save S Return to Search =] Motify % Refresh |

Ey add | [JEl Update/Display. |

=
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CARDINAL

Favorites :
-

Creating Restock Requisitions (continued)

;Mainvl'v'lenu > Purchasing : Requisitions > Add/Update Requisitions

Maintain Requisitions

@ MNew Window @ Help

Add ltems From

82,330.00 USD

Purchasing Kit Catalog Line: |
Item Search Reguester ltems
Line

@505 ) shipTo/DueDate | Status || Vendor Information ||

@, To: | O, Refrieve

Item Information || Affributes | Contract || Sourcing Controls || WeblMs | [T

Requisition

Business Unit: 50100 *WebIMS Req Type [Restock Bl  status: open | %

Reguisition ID: 0002058842

Requisition Name: |0002058842 ™ Hold From Further Processing
+ Header
*Requester: |RDEIIN.REID @, Reid, Robin J. Requisition Defaults

(VDOT) Add Comments

*Requisition Date: 0612002013 @Reguester Infa Requisition Activities

Origin: oNL @ Online Input Document Status
*Currency Code: usD Dollar Amount Summary

Total Amount:

Select Lines To Display

U] i |
First 10of1 Last

[5] save (ot ReturntoSearch | ] Notify =3 Refresh

Line item Description Quantity  *UOM  Category  Price :;:;"::t"dise Status
1R [7754577327 @, [SALT, SODIUM = & 1000000 [LTN®, 7754577 82.33000 82,330.00 Open Q| = El
View Approvals *Go to: [.More... =]

|Ev-Add| [ F Updatemisplay.
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CARDINAL

Cancelling a restock requisition is done the same
way a regular requisition is cancelled.

WebIMS will not receive a transmission when a
restock requisition is cancelled. The Storekeeper
manually updates the quantity on order in
WebIMS.

Cancelling restock requisitions:
* Navigate to Main Menu > Requisitions >

Purchasing > Add/Update Requisitions.

» Click the red X at the top of the
requisition.
* Click Save.

Cancelling Restock Requisitions

Favo'rrceséMavaenu » Purchasing » Requistions » Add/Update Requisitions

Maintain Requisitions

Eewwindow Drep &

Requisition
Business Unit; 50100 *\WebIMS Req Type Restock ¥l status: Pending %X
Requisition ID: 0002058842
Requisition Name: [oooaossa42 ™ Hold From Further Processing

“Requester: ROBIN REID @, Reid, Robin J Requisition Defaults
(VDOoT) Add Comments
*Requisition Date: 062012013 [ Requester Info Requisition Acthities
origin ’rqon\ine Input Document Status
*Currency Code: USD Dallar L i L ———
Total Amount: 8233000 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog - . [ " )
Line: & To: Q. Retrieve
ltem Search Requester tems :

Customize | Find | View 1| B 3 st K1 g o4 1 Lot

ShipToDue Date | Stalus || Vendorinformation | feminformation | Aftribues || Confract | Sourcing Confrols | WeblM3

Merchandise

Line Item Description Quantity ~ *UOM  Category Price — Status
1 R [rrsesTraz Q, [sarsoDm  EE B [oo0000 (NG, [77sasTr [ 8233000 82,330.00 Pending Q| E R
View Approvals *Goto: | More... j

Save [ RetumtoSearch =] Notfy | £} Refresh

S Add Updatz/Display,
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Cancelling Restock Requisitions (continued)

Favorites Main Menu > Purchasing > Requisitions > Add/Update Requisitions

N @Newwmdow @Help
| Maintain Requisitions

Requisition
)| Business Unit: 50100 *WeblMS Req Type |F{9510'3k Bl staws: Pending X
Requisition 1D 0002058842
Requisition Name: |0002058842 ™ Hold From Further Processing
*Requester: |RDEHN.RE|D @, Reid, Robin J. Requisition Defaults
vVDOT) Add Comments
*Requisition Date: 06/20/2013 [ Requester Info Requisition Activities
Origin: ONL @, Online Input Document Status
*Currency Code: usb Dollar Amount Summary
Total Amount: 82,330.00 USD

Add Items From Select Lines To Display

Purchasing Kit Catalog _— . rm—————

Line: 2, To: 2, Refrieve |
ltern Search Reguester ltems e
Line

Find | View ol | BV | 88 First B g op4 10 (ast
@055 4 Ship ToDueDate | Status || Vendor Information || keminformation || Affributes || Contract || Sourcing Controls || WebMS | [E=F
Line Item Description Quantity  *UOM  Category  Price :If‘:;“'::t"dise Status
1 [7754577327 @, [sALT, sODIUM =i 1,000.000 [LTN@®, (7754577 82.33000 82,330.00 Pending Q| E (=]
View Approvals *Go to: |...More... j

5] save ] @ RaummSaarm] [=] notiry ] [ Refresn :|

B ,a.,uu] [ Update.-']}ispla}r:
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Storekeepers can view the restock PO to check the
status of the PO. Restock POs are created the same
way a regular PO is created.

To view a restock PO:

* Buyers navigate to Main Menu > Purchasing >
Purchase Orders > Add/Update POs

» Storekeeper navigate to Purchasing > Purchase
Orders > Review PO Information > Purchase
Orders

The WebIMS checkbox is selected automatically for all
restock POs. The Buyer can view but not edit the
checkbox. The Storekeeper cannot see the checkbox on

Viewing Restock Purchase Orders

Favovrrtes Maln_Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry

& NewWindow (2 Help

Purchase Order

Business Unit: 50100
POID: 0001078607
 Header
PO Date: 06/03/2013
Vendor Name: LL CARTER -003
Vendor ID: 0000033093 Vendor Details
Buyer: Hall,
Mike
(vDoT)
PO Reference: Stone
Header Details ALRTV Document Status
Header Comments... Iatchin
Change Order Activity Summary

Line Item ID Item Description Category PO Gty uom
1 [ 7503532080 STONE NO. 218, STONE 7503532 300.0000 LTN

View Approvals

[z Return to Search | =] Notify

PO Status: Dispatched
Backorder Status: Not Backordered
Receipt Status: Partial

I~ Hold From Further Processing

Merchandise: 4,131.00
FreightTax/Misc.: 000
Total: 4,131.00USD

Customize | Find | View 41| 8 | 3 Fist KT 4014 O et
Merchandise
Amount

4131.00 USD Approved | & B

Status

57 Related Links.

his view of the PO. [ -

aintain Purchase Order

Enew window (@ Hel

Purchase Order

Catalog ltem Search

Business Unit: 50100 PO status: Dispatched A x

POID: 0001078507

Copy From: id I~ Hold From Further Processing

~ Header

PO Date: 06032012 [ vendor Search
Backorder Status: Mot

Vendor: (L CARTER -003 Vendor Details Backorderea  Credle BackOrder
Receipt Status: partial

“Vendor ID: 0000033003 LL Carter & Son Ing
- X = Dispatch

Buyer: MIKEFALL 1@ Hall, Mike (VDOT) Dispatch Method: Print

PO Reference: [Stone eVA PO Type: R01 @, Routine Bill Vendor
VA Order Method: PRNT @,

ebimsz: eVA Interfaceda: NSEV (@,

VA Ditm

Header Details Activity Summary

PO Defaults Document Status e S

Requisitions Edit Comments

PO Activities A0d ShipTo Comments Merchandise: 4131.00
FreightTax/Misc.: 000 Calculate
Total Amount: 413100 USD

Add ltems From Select Lines To Display

Ship To/Due Date || Statuses || em information | Atiributes || RFQ | Contract | Receiving

Line: A 1o 2. Retrieve

Customize | Fing | View 21| & |

» Merchandise
ine item Description PO aty UOM Category  Price anaise status
B 7503532000 STONENO. 218, sTONE B [ 3000000 LTN 7503532 1377000 4,131.00 approvea @ | [ E]|[=]
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CARDINAL

Viewing Restock Purchase Orders (continued)

wvorites | Main Menu > Purchasing >
- i - -

Maintain Purchase Order

Purchass Orders > Add/Update POs

2 Mew Window @ He

Purchase Order

Catalog ltem Search

Lines

Business Unit: 50100 PO Status: Dispatched A x
PO ID: 0001078607
Copy From: I =l ™ Hold From Further Processing
+ Header
FPO Date: 06/03/2013 Bl wendor Search
Backorder Status: Mot
Vendor: |LL CARTER -003 Vendor Details Backordereg  oreate BackOrder
Receipt Status: i
Fvendor ID: [0000033093 LL Carter & Son Inc & Partil S
l— *Dispatch Method: IF'rint v[ | Dispatch |
FBuyer: MIKE. HALL @, Hall, Mike (WVDOT) pa R
PO Reference: [Sione eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT @,
Web IMs?: eVA Interfaced: NSEV 2,
eVA Ditm:
Header Dretails Activity Summa
PO Defaults Document Status Amount Summary
Reguisitions Edit Comments i
PO Activities Add ShipTo Comments Merchandise: 4131.00 )
p.on | Calculate |

Add Items From

FreightTax/Misc.:
Total Amount:

Select Lines To Display

S Retrieve

4131.00 USD

Lime: |

W CUCM C Ship To/Due Date || Statuses || lem Information || Attributes | RFQ [ Contract || Receiving |

N L . Merchandize
Line Iterm Description PO ity *UWOM  Category Price Amount Status

h E2 7503532000 STONE NO. 218, STONE 300.00000 |LTN |7503532 [13.77000 4,131.00 Approved ES) =l
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Viewing Restock Purchase Orders (continued)

Favorites = Main Menu > Purchasing » Purchase Orders > Review PO Information > Purchase Orders

@ Mew Window @ Help
Purchase Order Inquiry

Purchase Order

Business Unit: 50100 PO Status:

Dispatched
PO ID: 0001078607
PO Date: 06/03/2013
Vendor Name: LL CARTER-003 Backorder Status: Mot Backordered
Vendor ID: 0000033093 Vendor Details Receipt Status: Fartial
Buyer: Hall, I~ Hold From Further Processing
Mike
(voom
PO Reference: Stone Merchandise: 413100
Header Details Al RTY Document Status FreightTax/Misc.: 0.00
Header Comments... Matching Total: 4131.00 USD
Change Order Activity Summary

T
Customize | Find | View 41| B | # First £ 4074 I Last

Line ltem 1D ltem Description Category PO Gty oM :lf]:‘:::t"d"e Status

1 B 7503532000 STOME NO. 218, STONE 7503532 300.0000 LTN 4,131.00 USD Approved ES)

View Approvals

(Gt Return to Search =] Notify |

|
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Creating a restock receipt is similar to creating a
regular receipt. The main difference between a
regular receipt and a restock receipt is that Cardinal
creates a receipt DOC ID for each line of the restock
receipt.

To create a restock receipt, add a new receipt,
search and select the PO, and enter the receipt
guantity. After the receipt is saved, Cardinal
generates a DOC ID for each receipt line, and sends
the receipt information to WebIMS.

You can navigate to this page through the following
path:

Main Menu > Purchasing > Receipts >
Add/Update Receipts

Creating Restock Recelpts

Favovmes Mam'Menw Purch'aslng > Recepts > Add/Update Receipts
& New Window @He\p E/'Custum\zeF

Maintain Receipts

Receiving

Business Unit: 50100 Receipt Status: Fully Received X

Receipt ID: 0001500006 Add Header Comments Activities
Header Details Document Status

¥ Header

Select Purchase Order Close Short All Lines Run PO ReceiptAccrual

s
Customize | Find | View 21| B | 3 st Kl g 0pg I ot

More Detals || Links and Status || fem/MfgData |  Qptionallnput || Source nformation || WeblMS

Line item Description Receipt Gty

*Recv Receipt Accg?; status () Close Serial Device  Stock

uom Price Short Track  UOM
1 % 0041404055 1IN X50 YDS ROLL, 320 GRIT ||10.0000 % EA @, 2500000 10.0000 Received 00414 ]} EA @ x
[l interface Receipt [C]Run Close Short

[5) Save | [ah RetuntoSearch [t PreviousinList| 4T Nextilst =] Noty | |73 Refresh |

Favn'rrces Maln‘Menw Purch_asmg > Recg\pts > Add/Update Receipts
@NewWinduw @He\p [,/Cusmrmze

Maintain Receipts

Receiving

Business Unit: 50100 Receipt Status: Fully Received )(

Receipt ID: 0001500008 Add Header Comments Adivities
Header Detalls Document Status

Select Purchase Order Close Short All Lines Run B ReseiptAcaial

Customize | Find | View A1) B | st T qopq I Last

Receipt Lines. More Details Links and Status tem/ Wfg Data Optional Input Source Information @

Line Item Description WebIMS PO ‘WeblMS$ Receipt Doc 1D
1 [ 0041404055 1INX50 YDS ROLL, 320 GRIT RO01
[Clinterface Receipt [CIRun Close Short
Save | [oh RetmioSearch| 17 Previeusilist| 4o Nedtnlst ) Moty % Refresh [Eyoadd) [UpsateDissle
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Creating Restock Receipts (continued)

CARDINAL

Favqfces Main‘r:‘lenm Purcrlasing ) Recgipts » Add/Update Recaipts

@ Mew Window @ Help Customize P

Maintain Receipts
Receiving
Business Unit: 50100 Receipt Status: Fully Received X
Receipt ID: 0001500006 Add Header Comments Activities
Header Details Document Status
Select Purchase Order © CloseShortAllLines N

Receipt Lines
U joreDetale | Links and Status | Rem/MfgData | Optionallnput | Source hformation | WebMS

:!n

Custonize | Find | View A1 BV B Fist B q g I st

Line item Description Receipt Qty L'g’;" mim Amq't’; Ststus  Category ihh;: Serial '_}r‘:':'“"f ﬁg'cuk

1 [ o04t404085  1INX50YDSROLL 320 GRf [100000 | |B2 [EA (@ 2500000 100000 Received 00414 O 0 R X
[interface Receipt [C/Run Close Short

(5] save (b RetumioSearch ] Previousinlist | Nedtilist ] Nofy (3 Refresh |[Byohda| | 5-UpdteDipiey
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Creating Restock Receipts (continued)

y -
CARDINAL

Favorites Main Menu > Purchvasing > Receipts > Add/Update Receipts

A NewWindow @Help [# Customize

Maintain Receipts
Receiving
Business Unit; A0100 Receipt Status: Fully Received )(
Receipt ID: 0001500006 Add Header Comments Activities
Header Details Document Status
Select Purchase Order ~ Close ShortAllLines | RN RO Regeipt Aorial |
Receipt Lines custonize | Find | View 41| B | First Kl 404 I a9

" ReceiptLines | MoreDetals || Linksand Status  Hem/MigData | Optionallput | Source Information |[SUELLE

Line ltem Description WebIMSs PO WebIMS Receipt Doc 1D
1 B 0041404055 1IN X 50 YOS ROLL, 320 GRIT RO00000030
[l Interface Receipt []Run Close Short
] Save ] (2 HetwnioSearm] ' Premushusi] e ummm] 7] Noify ] o Hefreahi E Adcl] o Update;nismay]
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|Cancelling Restock Receipts

Cancel a restock receipt at the line level only. When the line is cancelled, the line cancellation goes to WebIMS.

To cancel a restock receipt:

* Navigate to Main Menu > Purchasing > Receipts > Add/Update Receipts.
» Click the red X next to the line of the restock receipt.
* Click save.

» Note: You cannot cancel a receipt once it has been vouchered.

Favorites | Main Menu > Purchasing > Receipts » Add/Update Receipts

r_El Mew Window @ Help
Maintain Receipts

B customize Pag

Receiving

Business Unit: 50100 Receipt Status: Fully Received )(

Receipt ID: 0001619845 Add Header Comments Activities
Header Details Document Status

Select Purchase Order Close Short All Lines

Run PO ReceiptAccrual

bz
Customize | Find | View A1 | B | 5

First El 4.2 072 I | ast

More Details Links and Status Item ! Mfg Data Optional Input Source Information WeblMS

Line tem Des=scription Receipt Oty ngan:v Receipt Price Accg;p; Status Category g:_lo:: Serial I?I'?;::: ﬁg:;k

1 = 7503532090 STONE NO. 21B, STOME  178.4200 % LTH (@, 7.99000 178.4200 Received 7503532 — = = LTH @, x
2 &= 7503548485 gL%BE'EﬁRUSHED 32.4000 % LTN @, 7.30000 32.4000 Received 7503548 [ = = LTN @, x

I Interface Receipt ™ Run Close Short

5] save | [Sh Returnto Search | =] PreviousinList | [4=] MextinList | [=] Notify | [ Refresh |

[Ex-add| [ UpgateDisplay)]
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Cancelling Restock Receipts (continued)

Favarites Main Menu > Purchasing > Receipts » Add/Update Receipts
@New‘.“.findow @Help Customize Pag

Maintain Receipts

Receiving

Business Unit: 50100 Receipt Status: Fully Received )(
Receipt ID: 0001619845 Add Header Comments Activities

Header Details Document Status

} Header

 Close Short All Lines | | Run PO ReceiptAccrual |

Select Purchase Order

Receipt Lines Customize | Find | View A1 BV 3 Frst 1 42012 1 Laet

(00 0ih ) MoreDetsls | LiksandStatus  fem/MfgData | Optionallput | Source informaion | WeblMS
Line item Description Receipt Qty uﬂgﬁ" Receipt Price ADWQ':; Status  Category gh”:r‘: Serial ﬁ;“’: EBO‘:M"
1 B 7503532000  STONENO.21B,STONE 1784200 B2 [LTN |@ 7.99000 178.4200 Received (7503532 r | F LN @&
= STONE, CRUSHED .
2 B 7503548485 GRADE 26 124000 B [N @ 7.30000 32,4000 Received 7503548 r I F LN @&
I Interface Receipt I” Run Close Short
[T save [0 RetmtoSearch | PreviousinList 4| Metinlst <] Nty (3 Refresh Eb-Add| | Update/ispiay,
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Lesson 3: Summary

CARDINAL

_In this lesson, you learned:

« Creating a restock requisition is similar to creating a regular requisition, with a requisition type of Restock.
» Restock requisition type must be selected before any other data entry is performed.

» Chart of Accounts distribution defaults and cannot be changed.

» Cancelling a restock requisition is done the same way as cancelling a regular requisition.

* Restock POs are created the same way regular POs are created.

« The main difference between a regular receipt and a restock receipt is that Cardinal creates a receipt DOC ID for
each line of the restock receipt.

* You can cancel a restock receipt at the line level only. Line cancellation information is sent to WebIMS.
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Lesson 4: Manual Maintenance

CARDINAL

In this lesson, you will learn about the following topics:

Handling WebIMS Lockdown Errors
Handling WebIMS Down Errors
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Handling WebIMS Lockdown Errors

-

CARDINAL

Periodically WebIMS may be put in ‘lockdown’. While in lockdown, receipt entry and receipt cancellation can still in occur in
Cardinal. Issuance requisition entry and restock requisition processing can occur only up to a certain point in Cardinal.
However, WebIMS will not receive these transactions. A message indicating that WebIMS is unavailable will display in
Cardinal.

When WebIMS is in lockdown, you should hold entry of WebIMS-related activities until WebIMS is available again. If you
cannot hold entry and need to enter a WebIMS-related receipt or requisition in Cardinal, do the following when WebIMS is in
lockdown:

« Receipt Entry / Cancellation: It is strongly recommended to wait until WebIMS is available. If you do create or
cancel a receipt while WebIMS is down, a manual adjustment will need to be made in WebIMS.

* Issuance Requisition: You can save the requisition. If possible, do not approve the requisition until WebIMS will be
available for validating. Return to the requisition when WebIMS is available and complete all steps for the issuance
requisition, i.e., processing the issuance requisition in WebIMS (Validate WebIMS button).

* Restock Requisition: You can save and send these for approval while WebIMS is in lockdown. When the last
approver attempts to approve the restock requisition, and WebIMS is in lockdown, an error message will display
saying the restock requisition cannot be approved. The restock requisition will have to be approved when WebIMS is
available.
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Handling WebIMS Lockdown Errors (continued)

Favorites | Main Menu » Purchasing » Receipts » Add/Update Receipts

b i b




-

Handling WebIMS Down Errors

CARDINAL

Normally when WebIMS is unavailable, including unplanned downtime, an e-mail communication is sent to all Storekeepers.
Receipt entry and receipt cancellation can still in occur in Cardinal. Issuance requisition entry and restock requisition
processing can occur only up to a certain point in Cardinal. When you know that WebIMS is down, you should hold entry of
WebIMS-related activities until WebIMS is available again.

If you are entering WebIMS-related activities in Cardinal and in the middle of them, find out that WebIMS is down (i.e., a
message is displayed in Cardinal indicating WebIMS is down), do the following:

Receipt Entry: When you save and then see the message indicating WebIMS is down, you should immediately go
back and cancel the receipt. When WebIMS is available again, re-enter the receipt. If you do not cancel the receipt, a
manual adjustment will need to be made to WebIMS. Note that if the receipt is already associated with a voucher, it
cannot be cancelled.

Receipt Cancellation: A manual adjustment will need to be made in WebIMS.

Issuance Requisition: When you click to Validate WebIMS and then see the message indicating WebIMS is down,
save and exit the requisition. Return to the requisition when WebIMS is available and complete all steps for the
issuance requisition, i.e., clicking to Validate WebIMS again.

Restock Requisition: A message indicating WebIMS is down will be displayed to last approver when he/she
attempts to approve the restock requisition. This error message will state that the restock requisition cannot be
approved. The restock requisition will have to be approved when WebIMS is available.
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Lesson 4. Summary

CARDINAL

In this lesson, you learned:

*  While WebIMS is in lockdown or is down, you should hold entry of WebIMS-related activities until WebIMS is

available again. However, these activities can still occur in Cardinal if needed but WebIMS will not receive these
transactions.

*  When WeblIMS-related activities are done in Cardinal while WebIMS is unavailable, manual adjustments may need to
be made.
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Lesson 5: Inventory Issuances and Restock
CARDI:IAL' Querles

In this lesson, you will learn about the following topic:

* Queries
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»|Queries

CARDINAL

Inventory issuance and restock requisition queries can be run at various intervals. There are numerous inventory issuance
and restock requisition queries. Inventory Issuance and restock requisition queries include:

«  WebIMS Item Cross Reference
*  WebIMS Requisition Not Journal Generated
WebIMS Vouchers Not Posted
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¥/ Queries (continued)

CARDINAL

WebIMS Item Cross Reference

The WEBIMS Item Cross Reference (V_PR_WEBIMS_ITEM_XREF) query provides a cross reference from WebIMS Item
ID to NIGP Item ID. You can input the NIGP Item ID and the query will return the WebIMS Item ID. This report is used by
Requesters and Storekeepers to find the corresponding WebIMS number to the NIGP number.

You can navigate to this query through the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS _ITEM_XREF

V_PR_WEBIMS_ITEM_XREF - WEEIMS ltem Cross Reference

Satilx 50100 &,
Item: 0041404099 4,
WebllS Item ID:

View Results

Download results in®  Excel SpreagShesl CSVTedFile XMLFle (1 kD)

F '-.'.qj' 1§;.‘§.|._ a5l
seliD [tem ftm Status D Dascr Webll5 em ID
1 50100 0041404999 0322011 Sandpaper 240008007
2 |50100 0041404029 0504722011 Guardrail Z&0008017

LRULLDUT T
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¥ |Queries (continued)

CARDINAL

V_PR_WEBIMS_REQNOTJRNLGEN - IMS reqs not journal generated

WEBIMS Requisition Not Journal Generated

The WEBIMS Requisition Not Journal Generated oo
(V_PR_WEBIMS_REQNOT‘]RNLGEN) query prOVideS a Download resufts in . Excel Spreadshest CSvTextFile XuLFile (3 kD)

Unit: 50100 @,

list of requisitions with a requisition type of External Vel o [ 20002 f st
Sales - Non State Ag en Cy; EXternaI Sales - State Unit | ReqlD | Requisition |Status| ReqDate |Origin Requester ::::I;l)se Line SPSS;G D\slriﬁutmn T]Ets r.ﬂere:;r;d\se ltem MSZTF"ES Cocngri]l;on
Ag ency, Inv Issuan ce, Or WIP and that have not been 1 [50100(0000000222 /0000000222 /¢ (051022011 /ONL V_PR_WEBINS_STOREKEEPER|ENS [ 1 1/1.0000 12.000/0041404021( 1000000147 N
; ; ; 2 [50100[0000000227 0000000227 |G |05/03/2011 WM | V_PR_WEBINS_STOREKEEPER| WIP 1 1[10000)  12000[0041404021|1000000148 |
journal generated. This query will not return results for N PRIERS
e . . 3 |50100[0000000227 /0000000227 |05/03/2011[WIH | V_PR_WEBINS_STOREKEEPER| WIP. 2 1 1/20000]  24.000[0041404021 1000000148 |
restock I’eCIUISItIOI"IS, as the accountlng will journal 4 [50100(0000000227 0000000227 | (05103201 [WIN \_PR_WEBINS_STOREKEEPER | WIP EE 1[30000)  36.000(0041204021 /000000148 N
; 5 |50100[0000000227 0000000227(C |05103/2011 Wik |V_PR_WEBIVS_STOREKEEPER| WIP N 1[40000] 48,000 0041404021| 000000148 [N
generate via the voucher process, not from the b :
o . ) . § (50100[0000000223 0000000229(C |05103/2011 Wil |V_PR_WEBINS_STOREKEEPER| WIP 1|4 110000 12.000[0041404021 N
I’eCIUISItlon. This query I1s used by Storekeepers to assist 7 50100(000000023¢|0000000234/C 05032011 WM |V_PR_WEBIMS_STOREKEEPER [ENS IR 1[10000]  12000[0041204021 1000000151 N
: o 3 [50100[0000000236 /0000000236 | 051032011 Wi |V_PR_WEBINS_STOREKEEPER INV 11 1[30000]  36.000[0041404021 1000000154 N
with reconciliation of WebIMS. LR e
9 [50100[0000000217 0000000217 (C |04/142011 |ONL_|V_PR_WEBIMS_STOREKEEPER|INV 11 1[10000] 12000 0041404021 | 000000141 [N
10/50100[0000000218 /0000000218 (G |04/14/2011|ONL_|V_PR_WEBINS_STOREKEEPER| WIP I 1[10000) 12000 0041404021 | 000000142
11/50100[0000000218 0000000218/C 0411412011 ONL|V_PR_WEBINS_STOREKEEPER| WIP I 1[10000]  12000[0041404021|1000000 142 N
You can nawgate to this query through the f0||0W|ng 12/50100[0000000218 0000000218(C | 0411472011 ONL|v_PR_WEBINS _STOREKEEPER| WIP N 1[10000]  12000[0041404021 1000000142

path:

Main Menu > Reporting Tools > Query > Query
Viewer >V_PR_WEBIMS_REQNOTJRNLGEN
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Queries (continued)

V_PR_WEBIMS_REQNOTJRNLGEN - IMS reqs not journal generated

Unit: 50100 @,

- ViewResuls

Download results in: Excel SpreadSheet CSVTextFile XMLFile (9Kb)

View Al First [ 1-23 01 23 [ Last
Unit | ReqlID |Requisition |Status| ReqDate |Origin Requester :::'JTI:HDS; Line Sﬂ;d Dismﬂmi['" I;i;‘ Merﬂl;:dise Item WBiI::II;HDS E%‘g{:‘:)"

1 |50100/0000000222 0000000222|/C  |05/02/2011 ONL |V_PR_WEBIMS_STOREKEEPER ENS 1 1 1/1.0000 12.000/0041404021/1000000147 |N

2 |50100/0000000227|0000000227|C | 05/03(2011/WIM  |V_PR_WEBINS_STOREKEEPER |WIP 1 1 1/1.0000 12.000/0041404021/1000000148 |N

3 |50100/0000000227|0000000227|C  |0S/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER WIP 2 1 1/2.0000 24,000 |0041404021(1000000148 (N

4 |50100/0000000227|0000000227|C | 05/03(2011/WIM  |V_PR_WEBINS_STOREKEEPER |WIP 3 1 1/3.0000 36.000|0041404021|1000000148 |N

5 |50100/0000000227|0000000227|C  |05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER WIP 4 1 1/4.0000 48.000 |0041404021(1000000148 (N

6 |50100/0000000229)0000000228|C  |05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER 'WIP 1 1 1/1.0000 12.000{0041404021 N

7 |50100/0000000234 0000000234|C  |05/03(2011 WIM  |V_PR_WEBINS_STOREKEEPER |ENS 1 1 1/1.0000 12.000/0041404021/1000000151 |N

8 |50100(0000000236|0000000236|C 05/03/2011WIM  [V_PR_WEBIMS_STOREKEEPER |INV 1 1 1{3.0000 36.000(0041404021/1000000154 |N

9 |50100/0000000217 0000000217 |/C  |0414/2011 ONL |V_PR_WEBIMS_STOREKEEPER |INV 1 1 1/1.0000 12.000/0041404021/1000000141 |N

10{50100/0000000218 0000000218 |/C ~ |04M4/2011/ONL  |V_PR_WEBIMS_STOREKEEPER 'WIP 1 1 1/1.0000 12.000|0041404021|1000000142 |N

11|50100/0000000218 0000000218 |/C ~ |04M4/2011|ONL |V_PR_WEBIMS_STOREKEEPER WIP 3 1 1/1.0000 12.000/0041404021/1000000142 |N

12|50100/0000000218 0000000218 |/C ~ |04M4/2011|ONL  |V_PR_WEBIMS_STOREKEEPER 'WIP 4 1 1/1.0000 12.000|0041404021|1000000142 |N
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¥ |Queries (continued)

CARDINAL

WEBIMS Vouchers Not Posted

The WEBIMS Vouchers Not Posted (V_PR_WEBIMS_VCHR_PREPOST) query provides a list of WebIMS-related receipts
that have not been voucher posted. This query will only return results for WebIMS receipts with a type of Restock and uses

date criteria to provide this information at a given point in time. This query is used by Storekeepers to assist with
reconciliation of WebIMS.

You can navigate to this query through the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS_VCHR_PREPOST

V_PR_WEBIMS_VCHR_PREPOST - IMS Vouchers not posted

From Req Date: 01112011
Theu Req Date: 08192011 In
View Redults
Download resuls in© Excel SceeatShen GSYTedFie aLFle (Skb)
PO
: U] AR Bl PO | i b f Recetver R t Racat & ycher
- ";‘f“”' “;‘"l" Req Do Requester ID POID  [Une| o ! F ) | Header :( x d om0 R f Open “‘ P10 darch . ‘.n Wp | OHSUR
Py s b Nb o Line
. . e Hee "; L ! $ . o b
oy




|Queries (continued)

V_PR_WEBIMS_VCHR_PREPOST - IMS Vouchers not posted

From Req Date: (01/11/2011 Eﬂ
Thru Req Date: |08/11/2011 [+

View Results

Download results in . Excel SpreadSheet C&VTextFile XMLFile (9 kb)

View All
Business | Requisition | Requisition |Requisition Y I_Fi:‘l?e Distribution i) fais s Receiver e
Unit qm :| g“ Req Date Requester ID POID  |Line Sched Li Business | Receiver ID | Header Line Hb Ship Seq| Dis
fl ame atls Nbr ;h‘:’ ' Unit Status || nbr |Line
1/50100 [02PR0902 |02PR090Z |Approved |06M3/2011(V_PR_WEBIMS_STOREKEEPER |02PR0802 1 1 1150100  |02PROS02A ;”eltl:]'fewe q 1 1
2(50100  [02PRO902 |02PR0O90Z |Approved |06/13/2011|V_PR_WEBIMS_STOREKEEPER |02PR0902 2 1 1150100 |0ZPROG02A ;l:elulzyeived 2 1
350400  |[0000000479|020903T2C |Approved  |[07/29/2011 |V_PR_WEBIMS_STOREKEEPER |0001003034, 2 1 1150100  |0001500063 E{l;llsyeive d 1 1
4(50100  [02PROS030D |02PR0O903D |Approved  |07/21/2011|V_PR_WEBIM3_STOREKEEPER |02PR0O903D | 1 1 1150100 |0001500052 ;”elllzyeiued 1 1
5(50100  |{0000000169(020902dm2 |Approved  |07/28/2011|V_PR_WEBIMS_STOREKEEPER |0001003022, 2 1 1150100  |0001500054 Eauelzl:yeive d 2 1
(50100  |02PR0O803D |02PROS030 |Approved |07/21/2011|V_PR_WEBIMS_STOREKEEPER [02PR0OS03D | 2 1 1150100  |0001500052 Eauelnl:yeiued 2 1
7/50100  [0000000179|020903T2C |Approved |07/29/2011|V_PR_WEBIMS_STOREKEEPER |0001003034| 1 1 1150100  |0001500062 El:elrlsyeive d 1 1
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Lesson 5: Summary

CARDINAL

In this lesson, you learned:

» There are three inventory issuance and restock requisition queries available: WebIMS Item Cross Reference,
WebIMS Requisition Not Journal Generated, and WebIMS Vouchers Not Posted.
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Lesson 6: Inventory Issuances and Restock
~tHands-On Practice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.
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Course Summary

CARDINAL

In this course, you learned to:

Describe key inventory issuances and restock concepts
Describe the overall inventory issuance and restock process

Explain how inventory issuance and restock processing integrates with other Cardinal modules and interfaces with
external systems

Create an issuance requisition
Generate requisition issuance journals
Create and cancel restock requisitions
View restock purchase orders

Create and cancel restock receipts
Handle a WebIMS lockdown error
Handle a WebIMS down error
Describe the key queries
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Course Evaluation

CARDINAL

Congratulations! You have successfully completed the PROC347: Inventory Issuances and Restock course. Please use
the evaluation link to assess this course.
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CARDINAL

Appendix

Key Terms

Flow Chart Key
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Key Terms (continued)

-

CARDINAL

* Buyer: A Buyer is authorized to create a purchase order.

« External Sales — Non-State Agency: The selling of materials to any non-state agency. This includes cities,
counties, towns, and other governmental entities not a termed a state agency. It also includes sales to private
contractors if they have been approved, i.e., Turnkey Asset Maintenance Services (TAMS) contractors.

« External Sales — State Agency: The selling of materials to another state agency

* Inventory Issuance : Generally contains item, description, quantity, unit of measure, unit price, and total price
information on each line.

« Purchase Order: A purchase order is a commitment from an organization to a vendor to purchase goods or
services from that vendor. It lists purchase information, such as item, quantity, freight terms, shipping terms,
payments terms, and shipping instructions, and is part of the contractual nature of the purchase order.

* Regular: This is a regular requisition, not related to WebIMS.

* Requester: An individual who requests goods or services to be entered into Cardinal by the Requisitioner (or
Requisition Processor in Cardinal).

* Requisitioner (or Requisition Processor in Cardinal): A Requisitioner is an individual that enters the requisition
into Cardinal. This may be the same individual as the Requestor.



-

Key Terms

CARDINAL

Restock: Requisition to purchase items to replenish WebIMS stock.

Storekeeper: The designated person(s) responsible for handling orders placed via Cardinal and being filled by
WebIMS. The district Storekeeper orders, receives and issues WebIMS stock. WebIMS is a custom order
fulfillment solution used specifically to order goods such as safety gear, salt or sand for snow treatment, etc. When
this type of good is ordered, Cardinal interfaces with WebIMS to fulfill that order.

Sourcing: Sourcing is the process of creating purchase orders from requisitions.

which interfaces with Cardinal to manage inventory stock (ordering and issuance), using a requisition. Cardinal
users can create requisitions requesting inventory from WebIMS, which sends the item, quantity, location, and IMS
location number to WebIMS to issue inventory. Once the order is accepted, WebIMS decrements the inventory and
sends a message back to Cardinal.

Work In Progress (WIP): Taking two or more items and making something that is different, i.e., mixing salt and
sand and the new items is mixed abrasives. Each item has a unique National Institute of Governmental
Purchasing (NIGP) stock number.

Vendor: Any person or other entity that provides goods or services, or receives refunds, including suppliers,
federal, state and local government entities, and other fiscal payees. All procurement vendors are interfaced from
eVA to Cardinal. Non-procurement vendors (also called Fiscal Payees) will be created directly in Cardinal.

WebIMS: WebIMS stands for Web Inventory Management System. WebIMS is VDOT'’s inventory management
system,
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CARDINAL

Flow Chart Key

FLOW CHART KEY

Manual
Operation

Decision
Qutcome

Step Depicts a process step or interface.
Description
Batch Specifies a batch process.
Process

Depicts a process or step that is performed manually.

Defines the possible outcomes of a decision or analysis that took
place in a step immediately preceding.

Start

End

Document

O

5'““3’ Specifies an entity (person, organization, etc.). Budget YE
ame
Close
GL
Process Depicts a process.

Indicates point at which the process begins. Does
not reprasent any activity,

Indicates point at which the process ends. Does
not reprasent any activity,

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.
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